
 

     

   
   
     

    
  

    

    
 

   
   

  
   

    

    
 

  
   

 

   

   
  

 

     
  
  

  
  

  
  

  
   

  
  

  

   
    

    
  

    
 

   
 

  
   

 

    
    

    
    

    
   

   
   

  
     

     
  

   
     

   
   

 

   
  

   
     

 

   
   

  

   
  
 

   
  

  
 

  

   
  

  
 

 

  
  

    
    

  
   

   

     
 

 
 

    
  

     
 

  
    

   

    
   

   
    

   
   

 

 
  

 
 

   
 

   
    

   

   
  

  

   
    

  
   

  
  

   
   

    

   
 

 
 

 

 

 

Attachment 16 

On the Job Training Process Map 

Start 

Employer contacts BSP 
with potential candidate or 

job seeker notifies us of 
interview OR CTC gives 

participant resume to BSP 
as referral for OJT 

Business is located for 
OJT 

BSP completes initial 
fact finding and 

obtains information 
regarding position to 
determine if an OJT is 

possible 

BSP gives CTC the potential 
employee’s contact 

information to determine 
eligibility. BSP can enter 

possible OJT contract case 

Is the participant 
eligible? 

If potential employee is 
not eligible, BSP will 
contact employer. 

CTC will enroll individual if 
deemed eligible, case note 
funding source. BSP case 

notes possible OJT contract 
in MIS 

BSP reviews pre-contract 
survey with the employer. 

Collects additional 
employer info including 

certificate of liability 
insurance and training 

outline form 

CTC has participant 
review and sign job 

specific skills sheet from 
OJT Contract 

BSP writes the OJT 
contract 

BSP gives COO/Area 
Mgr. OJT, liability 

certificate and pre-
contract guide for 

approval 

Make requested changes and 
send for approval. If contract 
was denied with out changes, 
then contact employer. If not 

approved and will not be, 
remove from budget 

Approved? 

BSP case notes approval 
and schedules appt with 

employer/staffing agency 
for signatures and review of 

contract. 

BSP meets with employer for 
signatures from employer/ 
staffing agency and ensures 
the skills sheet is signed by 
participant. Case note OJT 
signing and sliding scale/ 
reimbursement percent. 

Participant can now 
start work/training. BSP 

notifies CTC of start 
date and case notes in 

MIS 

BSP enters contract 
info on Budget 
Tracking Sheet 

BSP begins OJT 
Participant File 

checklist 

BSP gives CTC all 
original paperwork 

and participant 
checklist. Checklist 

remains in file. 

CTC enters training 
activity for participant 
and case notes start 

date. Provides 
Support Service if 

needed. 

Reimbursement forms 
collected monthly (by 
the 5th of each month) 

BSP case notes, sends to 
fiscal, copy to CTC. 
Address needs as 

presented on the form. 

Is there a need for 
modification? 

Complete the OJT 
modification form. Case 
note modifications that 

are needed. 

BSP completes On Sit e 
Compli ance (OSC) form 

within 60 calendar days after 
start date, collect wage 

documentation, send copy 
to MIS, and enter case notes. 

OSC remains in file. 

Final reimbursement from is 
collected and reviewed. BSP 

ensures employer has 
indicated if training was 

completed. If yes, BSP sends 
to main for processing, copy 

to CTC. 

Case note (1) final 
reimbursement form and 
wage from the form. Case 

note (2) Contract 
Complete as indicated on 

final reimbursement form. 

MIS manager emails BSP 
and CTC when contract 

is complete 

CTC ends training 
activity, case notes 

OJT end date. 

At least 30 calendar 
days after the end of 

OJT, BSP will complete 
the 30-day Retention 

Verification Form. Send 
copy to MIS. 

BSP case notes 
retention complete and 

gives form to CTC 

After participant is 
exited, begin follow-up 

activity 
End 

Yes 

No 

Yes 

No 

Yes 

No 
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